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Definitions 

AFS Annual Financial Statements 

AR Annual Returns 

FAS Financial Accountability Supplement 

PIS Public Interest Score 

Customer Registered user of the online e-service portal (including the IXBRL 
portal) of the CIPC. Customers can also be “intermediaries” who 
represent clients with the permission of clients 

iXBRL Inline extensible Business Reporting Language. This is the digital 
technology standard used by the CIPC for AFS submissions. iXBRL files 
are both human-readable and machine-readable 

SIC Code Indicator of the industry the client entity operates in 
 

Document Revisions 

Author Version Release Date Comments 

Manish Supade V0.1 15 February 2018 First release of user manual for IXBRL 
Pilot users.  

Hennie Viljoen V0.2 15 February 2018 Added revision table and 
“Introduction” paragraph 

Hennie Viljoen V0.3 19 February 2018 Cosmetic changes 

Hennie Viljoen V1.0 27 June 2018 Changes to introduction paragraph and 
adding of paragraph at the end to 
upload AFS from the AR process after 
capturing AR details 

Ashish Singhvi V1.1 2 July 2018 Replaced some screenshot that used to 
blur with better quality screenshots 

Hennie Viljoen V1.2 20 July 2018 Replaced “Customer Super User” with 
“CUSTOMER” 
Cosmetic changes 
Added definitions table 

Hennie Viljoen V1.3 3 September 2018 Minor changes to the navigation path 
to upload AFSs 

Hennie Viljoen V1.4 28 June 2022 Changes to reflect implementation of 
the new eServices portal of the CIPC 
from where the iXBRL portal is called. It 
was necessary to update the guidelines 
because of the different features as 
well as “look-and-feel” of the new 
eServices portal of the CIPC which is 
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totally different from the previous 
version of eServices.  
 
After direction from eServices to the 
iXBRL portal, the steps remain the 
same as previously. 

Introduction 

This manual explains how to use the CIPCs IXBRL eServices Portal for uploading of AFSs as part of 

the AR process and also on a stand-alone basis.  

Accessing the CIPC iXBRL Portal via eServices 

Customers should first ensure they are registered users on the CIPCs eServices portal. The 

eServices portal provides access to all online business processes of the CIPC including filing AFSs 

via iXBRL.  

Go to eservices.cipc.co.za and either select “Register” or “login” as at the top right menu of the 

portal as indicated below: 
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Please note that customers previously registered on the older version of the CIPCs eServices 

portal, will NOT be able to use their previous customer codes to login. The new eServices portal 

registers users either on ID Number (For SA citizens) or Passport Number (for customers who 

don’t have SA ID numbers).  

To upload AFSs, select “Business Maintenance” as indicated below: 

 

 

Thereafter select either “Annual Return” or “AFS Filing” as indicated below: 

 

 

When the “Annual Return” process is selected, filing of the AFSs will be included in the process. 
The Annual Return process should be followed once every year and includes payment of a fee.  
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The “Business Maintenance” section of the eServices portal also includes filing AFSs on a stand-
alone basis by selecting the “AFS Filing” process. The purpose of making filing of AFSs available 
also on a stand-alone basis, is because it may happen after a customer completed the Annual 
Return process for a specific entity once a year, that a new version of the AFSs needs to be re-
filed. This may be the case either because the customer wishes to correct something in the original 
filing, or because the CIPC notified the customer that something was missing or incorrect in the 
original filing. Using the stand-alone filing process for AFSs therefore enables a customer to file 
multiple versions of the same set of AFSs for the same financial year. 

Annual Return Filing 

Please select “New Filing” as indicated below: 

 

 

Select one of the listed enterprises against the ID or passport number of the customer, or 
alternatively type an enterprise number as in the example below: 
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By clicking “Continue”, the portal will proceed to a page where the Public Interest Score (PIS) is to 

be calculated. The PIS is a legal tool that determines some of the criteria of whether an entity is 

required by law to file a set of AFSs or alternatively a FAS (Financial Accountability Supplement).  

 

By clicking “Calculate PI Score”, a number of fields need to be completed whereupon the PIS will 

be calculated: 
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Thereafter the customer should select “Financial Statements” to address one or more questions 

that will determine whether AFSs or FASs should be submitted: 
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Every question only requires a “Yes” or “No” answer’ Depending on the answers, the portal will 

allow the user to submit either an AFS or FAS. When only the “Submit AFS” button is displayed, 

it means the customer is required to file AFSs via iXBRL and does not have the option to file the 

simplified FASs: 

 

Whenever “Submit AFS” is selected, the customer will be re-directed to another page where the 

actual iXBRL file is to be uploaded as explained in the next session.  

Note: After uploading the AFSs via iXBRL or by filing the FAS, the customer has the option to 

make other changes (if necessary) e.g. change in directors. However the rest of the potential 

changes are optional and not required to be performed as part of the AR process. These are 

listed below: 
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Upload iXBRL filing 

When the “Submit AFS” button has been clicked under the “Financial Statements” section of the 

AR process, the CUSTOMER can upload the iXBRL filing on the portal through the ‘Upload iXBRL 

Filing’ page. In order to upload iXBRL filing, the CUSTOMER can click on ‘Filing Management - 

Upload iXBRL Filing’ menu option.  
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Following details needs to be filled in by CUSTOMER: 

 Select relevant SIC Code from the list available. 

 Attach iXBRL Instance document to be uploaded. 

 Attach supporting document (If any) 

 Add comments to the filing (If any). Comments are mandatory in case the CU is re-filing 
for the same financial period. 

 Select whether the iXBRL filing to be uploaded is “Approved and Audited” or “Approved 
and Independently Reviewed” 

Once CUSTOMER uploads the filing successfully, it will be validated for any errors and will be 
redirected to “Validation Summary” page where CUSTOMER can check the validation status of 
the uploaded filing. 

Following the status of the filing 

Once the iXBRL instance file is successfully uploaded on the server, the CUSTOMER will be 
navigated to the ‘Validation Summary’ page, for further validations.  

The CUSTOMER can check the validation status for that filing on this page. Following are the 
details of the validation status displayed: 

 Validation In Progress - If the filing has been uploaded but is still been validated for errors; 
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 Validation Successful – If the uploaded filing is validated successfully without any errors; 

 Validation Successful with Warning Error - If the uploaded filing is validated successfully 
but with Warning errors in it. When clicked on the validation status link user will be 
navigated to Error page displaying list of all the Warning errors available in the uploaded 
filing; 

 Validation Failed - If the uploaded filing is validated but doesn’t comply with the rules 
defined by CIPC then the status of that filing will be “Validation Failed”. CUSTOMER can 
view the list of errors in that filing by clicking on “View Errors” link under “Action” column. 
 

 

 

 Based on the validation result, the CUSTOMER can do either of the following: 

 Navigate to ‘Filing History’ page if validation is successful or;  

 Navigate to ‘Validation Error’ page in case the validation fails 
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View Filing History 

The CUSTOMER can navigate to Filed Filing page to view the status of that filing by following one 
of the following steps: 

 Click on the ‘View Filed Filing’ link on the Validation Summary page for that filing 

 Use the ‘Filing Management –Filing History’ menu option 

 

On following any of the two options listed above, the CUSTOMER will be able to view the ‘Filing 
History’ page. 
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On the ‘Filing  

 The CUSTOMER can view the ‘Filing Status’ & ‘Submission Status’ for any of the filing uploaded 
for their company. Here, the CUSTOMER can also filter records based on various filters. 

Below is the logic for displaying Submission Status: 

 If ‘Difference between Financial Year End of AFS filing and Director’s Approval date for 
that filing is less than 6 months’ then status of filing will be  ‘On Time’ 

 If ‘Difference between Financial Year End of AFS filing and Director’s Approval date for 
that filing is more than 6 months’ then status of filing will be ‘Delayed’ 

The CUSTOMER can view the data in the uploaded instance document by clicking on ‘View’ link 
available under ‘Action’ column on ‘Filing History’ page. 

On doing so, the CUSTOMER will be able to view all the details of the company, and the filing. 
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The CUSTOMER can also view the submitted data in IXBRL format. 
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Downloading the taxonomy template 

In order to download the relevant taxonomy templates, the CUSTOMER can click on ‘Download – 
Download Taxonomtaxonomy’ menu option.  

 



 
 

16 

 

Here, the CUSTOMER can download the taxonomy file by clicking on link given in ‘Taxonomy file’ 
column. 

AFS Filing 

By selecting “AFS filing” under “Business Maintenance”, the steps for filing AFS via iXBRL are the 

same as explained above under “Annual Return Filing” except that the rest of the process (e.g. 

changes to directors and members) will not be available. 


